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RETIREMENT BENSFITS AT SEPARATION

Now that you are leaving or are plamning to leave the Federal service.
you will have an interest in your retirement withholdings. Upon your sepaw
ration you will be eligible for an annuity or a refund depending upon your
particular retirement status,

A, Eligibility for an Amnuity or Refund

If you have less then five yearst civilian Federal service ¢ioedit-
able under civil service retifement, you are entitled only to a refund
of the dsductions which were withheld from your base selery plus
interast, (Deductiona withheld prior te 31 Dssember IFL7 ssoruad
intersst at an smnusl rate of L percenty theresfter, tho rate iz 3
porcent.) You may lsave the money in the civil servies retircuent

- fund if you plan to re-enter ths Federal ssrvice, but no intersst will
gecrus during the peried of your sepzration.

If you have more than five but less then 20 ysars of ersditabls
Federal service, you have the option of taking z refund or of roosiving
an amuity upon reaching age 62, Even though you mey not be eligible
for an emnuity immodiately upon separation; you mey lesyn the monay
in your scecommt, and it will continus to accrue interest for ths
purpose of an annulty wntil you do bscoms eligible.

On the other hand, if your ereditable sorvice totsls twenty on
e years, you are no longer eligible for a rofund unless you entex
o position subject to another Fsderal retirement system. You are
sntitled to gn annulty at the time you becone eligible for retirement,
Interast on your retirement account accrues until the annuisy beconmes
affectiva,

Waether or not you are eligible for retlrement at separation
depends upon other faciore than the minimm requirement of five yearas?
givilisn service, In brief, you may retirs under any of the followlng
clrevustancess , v :

1o At any age if you are totally disabled for useful and effi.
ciant service in your position, or a comparsble position; eand you havs
the required minimum of fiwe years? creditable civillan servizeg

2. Betwsen sges 55 and 62 if you have 30 or more years? credite
gble servica, but you are subject to 2 percentage reduction of /% of
17 in the smount of vour annuity for each full month ywi are under &0
at the times of your retirenenty

30 At age 62 or sfterwards with fiws or more y¢ iwrs! servicasg

h;. At any ags with 25 or more yoara® sexrvice 1! you sre imvolune
 %arily ssparated mot for cavse. Howsver, your amnuil; will bae redvesd

L !-? s
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1/l of 1% for each full month you are under age &0 at the time of
your retirement,

If you are eligible for retirement at the time of your sepa-
ration, you may apply by executing Standard Form 2801, Applicaiion
for Retirement, and forwarding it to the Office of Personnel for
fingl processing and transmitlial to the Civil Sarvice Comizsion.

B. Creditable Service

For ratirement purposes, you may recelve credit for wost eivﬁ,lm

Federel amployment. However, in order to receive full credit for
poriecds of eivilian service when deductions were not withheld, exxept
perlods of Federal civilian gervice performed before fugust 1920, i%
will be nsgessary for you to muke & deposit covering the amount of
deductions that would have been withheld plus scerued interest. If
you do not make a depesit; the period is still counted toward sgyre~
gats length of service, but your snmuity is reduced by one tenth of
the amount of the deposit that would be required. On the other hand,
if you have received a refund covering sny previous period of Federsl
sexrvice, that amount, ineluding the interest, must bs paid back into
ths retirement fund before such servico will be counted toward an
annulity. You mey apply for a deposit or redsposit by submitting
Standard Form 2803 (or 103), Application for Service Credit, to the
Office of Personnel befors your separation or to the Civil Service
Comalspion sfter your separation but prior to ths officlal detevwe
wination of your annuity.

You may also count perlods of military ssrvice towsrd civil
service retiremant if yeu have the minimm five yearst® civilizn
sexvice and do not credit the military service for military retirge
ment vay. If you were woundad in combet or if the service was
acquired in & reserve status, you can even apply, under certain
circumstances, perlods of military service towards both a clvil
service amulity and military retirement pey. Moreaver, you receive
full ersdit for milltary service applied toward civil service retirge
mart without making o dapesit,

¢, Voluntary Contributions

You may obtain a larger annuity benafit by meking weluntary
contributions to the retirement fund befors ssparaticn or after
geperation, watil “he dats of adjudication of your application for
ratiremsnt, Contributions may be made in amounts of §25, or
mltiples thersof, by submitting Standard Form 230k {or 10L), Eloce
#lon to Make Voluntary Contributions, Total contributioss wmey not
exceed 10 percent af your total basic compensation for services
randsred gince 1 August 1920,

D Refunds

Thero 4s usually an advantage in luvlng retirement withholdings
in the retirement fund for a future smauity, if you are eligibls,
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rather than receiving a refund (for example, 3% interest accrues to
the date of the annuity). Should you elect to leave your money in
the retirement fund in order to receive an annuity when you recach
age 62, no immediate action is necessary on your part. Within the
last three months before you become 62, you should write to the
Civil Service Commission to make 2 formal application.

If you elect and are sligible for 2 refund, you may apply by
filing with the Office of Personnsl a formal applisation on Standard
Form 2802 (or 1V2), Application for Refund of Retirement Deductions,
Final seltlement of your retirement account will be mads by the
Civil Service Commission. The amount to your credit jn the retiro=
ment fund is separadte and distinct from other final psyments whmﬂh
may be due you Irom ths Agency.

E. Survivor Benefits

Any balanes left in your account following your death will be
paid as a survivor annuity or as a lump-gum payment to your bene-
ficiary. The Office of Perscnnel will inform you concerning these
prospective benefits and the order of precedence in which lumpesun
henefites will be pald to beneficiaries. Before you leave the seyp-
vice, however, you may designate socme other beneficiary or bene-
ficlaries, who wili take precedence over thobe prescribad by law,
by filing Standard Form 2808, Uaeignation of Beneficiary, with the
Office of Personnel.

The Offiece of Pesrsonnel has facilitiss for adviaing Fou unafficiaﬁ}r
on the types of annuity avallable and estimating the amomni of annuity

payuients which you will receive. It will also ana#at you on any other
rebirenent qusstions which you may have,
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Sample Letter to Beneficiary Coneerning
Death Benefits

Mrs. John Doe
1000 Main Strest
Chicago, Illinois

Dear ¥rs, Doog

It appears that you may be eligible for (survivor annuity benefits
wnder the Civil Service Retirsment System)(a lLumpesum payment of noney
standing to the credit of Mr. in the Retirement Fund, which if
paid would be distinct fyom ahy rinal payments wWiich may be dus from the

Agency) .

- 1% will be nscessary for you to make a formal application for this
benefit on the attached form, Flease complete the form in accordance
with the printed instructlons, including the requirement that a dsath
cortificats be submitied. This will avold any delay which might result
from failure to complete tiie form or to furnish supporting papers,

The form and necessary papers should be sent te the 0ffice of Parsone
nel; 2430 E Street, N, W., Washington 25, D, C., rather than to the Civil
Service Commission, The record of My, ?s deductions in this
Agency will be attached to your application and thess documsnte will he
forwardsd to the Camission for processing which may require from one to
thres months, ‘ '

Ploses advise us if we cen be of any further assistance to you,
Very truly yours,

Daputy Assistant Director
‘for Persornsl,
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Sample Latter of Information to Individual Absent
From Headquarters Who May Be Eligible for
Disability Retirement or Refund

Mr, John Doe
1060 Mein Street
Chicago, Illinois

Dear Mr, Doa:

Since you (avre considering mbignation)(ham resigned) from the Agency
for reason of 111 health, we ars furnishing the following informaticn em
your aligibility for disability retirement.,

The Civll Service Retirement Act provides that an amployee who has
rendered at least five years of civilian creditsble gervice and becomass
totally disabled for useful and efficient service in his position or a
comparable positicn may spply for retirement on account of disabillty.
Sueh spplication must be filed before separation from the service or withe
in aix months thereafter. Since you have had mora thay the required five
yeurs of clvilian service, it is your privilags %o apply for disebility
rebirensnt,

In the svent you wish to &pply, thers is abttsched for your use an
Applicetion for Retiremsnt, Stendard Form 2001, The Civil Servies Cotis
rissinn requires a statement from your attending physician fully deseribing
al) physical signs of any existing disease ox injury, with an expression of
opinion vhether you are totally disabled for useful. and efficient servics
and whether the disability is due to vicious habits, intemperasnce or willful
nisconduct, A statement as to the date when such diseblility for useful and
efficient service bapen should alse be ineludad, The applicatlon and statew
- ment from your physician should be forwarded to tha Offics of Pergonnel,
22}.30 E Street, No Wto, W&Shingtﬂn 2Sg Do Co )

Since you have less than 20 years of civilian Gaverrmsnt service, you’
ars entitled to a refund of the amowit in your retirement accound In lisu
of an amnuity for disability, Attached for thie purposs is an Application
for Refund of Retirement Deductions should you desire to receivs the refund,
Tals form should be forvarded to the Office of Persormal, 2430 E Streat, N, W,
Washington 25; Do Co, Tather thun to the Civil Service Comuission, If yom
decids on a refund, finel settlement of your acecunt will be made. by the
Cormlesion and the refund is ssparate and distimet from any other final
payuents which mey be payeble to you by the Agency. Ono to thres months
may be required to process the refund applicstion,

Vary truly yours,

Dapnty Aszsistant Director
for Persornal

. o PR . -
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Sample Memorandum Requesting
Examination for Disability Retirement

MEMORANDUM FOR: Chief, Msdical Office
SUBJECT: ' Disability Retirement of Mr, John Doe

1. Hr. John Des, (office)(phone number) has contacted this
Office concerning bis eligibllity for disability retirement. In
order for his application to receive consideration by the Retire-
ment Division of the Civil Service Commission it will be necessary
for the Medical Office to prepare a report on all pertinent rhases
of the disabling conditions which are alleged to exist,

2. Eligibility for total disability retirement is based on
the individual‘s incapacity for useful snd efficient service in his
position or a comparable position. The medical report should in-
clude a statement on the beginning date of the disebility, if known,
and the history of the disability during the period of Agency employ=
ment. An opinion should alse be expressed, if possible, as to
whether or not the disability is dus to his vicious hablits, in-
temperance or willful misconduct.

3. The medical report may be made by memorandum or onm any
suitable medical form (such as Standard Form 78, Certificate of
Medical Examination} supplemented by pertinent written comments.
Please forward the report in duplicate to this Office in order thai
we can inmclude it with other necessary papers to We transmitted to
the Civil Service Commission. ’

Deputy Assistant Director
for Personmal
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Sample Memorandum Requesting iledical Report
for Employee Located Outside Washington, D, C.

MEMORANDUM FOR: Chief, Medical Office
SUBJECT: Disability Hetirement of Mr. John Doe

1. Mr. John Doe, (an employee of (office) currently on

- . leave)(an ex-employse of this Agency who resigned on

‘dateE ... because of 111 health), has applied for disability
retirement. Processing of this application requires & report
from your Office on 211 phases of the disabling conditions al-
leged to exist. The standard for total disability for retirement
purposes is the individualis inecapecity for useful and efficient
service in his position or a comparable position.

2. The medical report, based upon available =nd obtainable
informatdon, should include a statement as to the beginning date
of the disabllity, if lmowm, and the history of the disability
during the period of Agensy employment. An epinion shouid also
be expressed, if possible, as to whather or not the dizability is
dus to the individual’s vicious habits, intemperance or willful
misconduet. Mr. Doe may be combacted at and hip
physician's address is » '

3. The medical report may be made by memcrandum or on any
sultable medical form (such as Standard Form 78, Certificate of
Medical Examination) supplemented by appropriste written comments.
Please forward the report in duplicate to this Office in ordsr
that we ean include it with other neceasary papers to be transs
mitted to the Civil Service Comnission

Deputy Assistant Director
for Personnel
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Sample Letter Concerning Refunds -

Mr, Jolm Doe
1000 Main Street
Chieago, Illinoig

Dear Mr, Doeg

This will acknowledge receipt of your letter of gdatee)
requesting information on the procedure for obtaining s nd of retize.
ment deductions, It will be naceasary for you to complete the attached
form, Application for Refund of Ratirement Deduetions, and retwrn 4t to
Ytho Office of Persommel, 230 E Street, N. W., Weshington 25, D, C., Plosss
disregard the instruction on the form providing for direct transsittel of
ths application to the Civil Servics Commismion,

The refund of retirement dsductions is distinet from sny final pay-
ments to be mads to you by the Agancy, When your application is approved
by the Commission, payment will be made directly to you, Proceszing the
application may require from one to three mont o

Very truly yours,

Doputy Assietant Director
for Perscomnel

m]_é«w
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